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Cat al ogi ng provides the key for physical and intell ectual access
to museum property and is an integral part of museum property
managenent. Catal ogi ng obtains information from accession
records, associated docunentation, physical description, and
interpretative research about nuseum property. Catal oging
enconpasses several steps in the process of establishing
accountability for, and access to, nuseum property. Accessioning
is the first step in achieving accountability. The next step

i nvol ves conpleting the catalog record. The catal ogi ng process
assigns an identifying catal og nunber to each object or specinen,
or group of objects or specinens that are | ot catal oged (see
Appendi x E). The uni que catal og nunber is placed directly on the
museum property, or on a |abel attached to the objects or

speci nens. This nunber is the key connecting object or specinen
information directly with the actual object or specinen.

Bur eaus shoul d provide guidelines for a bureauw de catal ogi ng
system and approve the catal oging systemin use at each unit.
The required conponents of a catal oging systemare identified in
this Chapter. Bureau nuseum property mnmust be docunented with
mandat ory data described in this Chapter. It is strongly recom
mended that mandatory data be supplenented wth data appropriate
to the discipline selected fromthe "H ghly Reconmended Dat a"
Section in the Optional Data Appendices Mand N

A.  PROCEDURES FOR CATALOG NG
The foll ow ng are conponents of a catal ogi ng system

1. The Catal og Record

The conpletion of a catalog record is nmandatory for each
obj ect or specinen or group of objects or specinens, as
appropriate to the discipline. The catalog record may be
as val uabl e as the nuseum property itself and may outl ast
the object or specinmen. The catalog record constitutes
the primary property and coll ecti on managenent record of
museum property. The catalog record serves as an index
to additional sources of information and facilitates
physi cal and intellectual access to nmuseum property. The
catal og record includes data that enable the bureau or
unit to generate a variety of reports by data categories
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(e.g., catal og nunber, discipline, or storage |ocation).
Catal og records may vary fromdiscipline to discipline.

I nformati on recorded on the catal og record is gathered
fromthe accessi on book, accession receiving report,
associ at ed docunentati on, careful study of the physical
make-up of the object or specinen, |abel information,
readi ng, and research. Miuseum property should be
cat al oged, as appropriate to the discipline, as soon as
possi bl e after being received. Accuracy, thoroughness,
and attention to detail are crucial. Term nology and
format shoul d be uni form and understandable. |naccurate
or inconplete cataloging not only results in inadequate
museum property records, but can al so cause confusion in
| ater years.

Not every object or specinmen will be sufficiently
docunented to all ow conpletion of all categories of
information. Before cataloging is considered conplete,
however, all avail able and appropriate information should
be entered on the catalog record. Conplete only those

bl ocks for which there is known information. Catal oging
i nformati on should be on the front of a catal og card
only, and no nore than one card should be used to catal og
an object or specinmen or lot. |If additional information
is available, place it in the accession folder or, if
there is considerabl e supplenentary information for that
obj ect or specinen, establish a catalog fol der and pl ace
the information there.

Units may choose to keep a bound record book (simlar to
t he accession book) of catal og nunbers, as they are
assigned. This practice will reduce the |ikelihood of
duplicating entries or assigning duplicate nunbers.

2. Catal og Fol der

When the accession fol der cannot accommopdate all the
associ ated docunents for all the nmuseum property in an
accession, a catalog folder should be established for
each object or specinmen wth extensive data. The catal og
folder is an acid-free folder with the catal og nunber
printed in carbon-based India ink on the tab. The
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catal og fol der should be filed in a separate drawer, but
in the sane insulated locking file or safe as the
accession file. Wien a catalog folder is established,

t he proof of ownership and accession-rel ated
docunentation is left in the accession folder and catal og
folders are cross-referenced. Contents of a catal og
folder may include information relating to the object or
specinen itself on an individual basis, such as the

f ol | owi ng:

research report

obj ect treatnent requests, condition reports, and
treat nent proposals

chem cal anal ysis

apprai sal s

summari es of stories and/or traditions

publicity phot ographs

mat eri al sanpl es

Report Generation

The catal og system shoul d be designed to enable the unit
or bureau to readily create, at a mninmm the
information required for the annual Miseum Property
Survey Report (411 DM 3.3B). In addition, the system
shoul d enable the unit or bureau to generate the
followng lists:

I |ist of objects and/or specinens by catal og nunber
I |ist of objects and/or specinens catal oged by

di sci pline and by object or specinen nane
I |ist of objects and/or specinens by source of
accessi on

(e.g., donor or collector)
I |ist of objects and/or specinens by |ocation

Any conputerized catal og recordkeepi ng system should be
able to sort and organi ze data by any of the categories
on the catal og record.

Backup of Catal og Records

The original of the catalog record is kept in the unit.
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The bureau shoul d establish a procedure for generating
and storing duplicates of all catalog records at a site
other than the unit. This backup system may involve a
central file, or regional or area files. The backup
copi es of catalog records should be in hard copy, such as
paper mcrofiche or equivalent, if the other copies are
conput eri zed, but may be supplenmented by el ectronic
medi a. Storage for these records nust neet the standards
for docunentation, storage, and preservation as stated in

t he Departnental "Checklist for Preservation, Protection,
and Docunentation of Museum Property.” Refer to Vol une |
of this Handbook, Appendix E, for a copy of the
Checkl i st.

The Catal og Wrk Sheet

I nformati on may be entered by hand on an optional catal og
wor ksheet then transferred to the catalog record. After
the final catalog record is produced, proofread, and
filed, the work sheet may be either discarded or placed
in the catal og folder.

B. MANDATORY CATALOG DATA

1.

Cul tural Resources

The follow ng catal og data are mandatory for inclusion on
the catal og record for cultural resources. Al

categories nmust be conpl eted providing that the
information is appropriate to the object and avail abl e

t hrough observation or associ ated docunentati on.
Information that is not available or applicable nmust be
entered as "unknown" or "Not Applicable". Hi ghly
recommended and optional data are found in Appendi x M

a. Listing of Mandatory Catal og Data for |nclusion on
all Catal og Records

1 Accessi on nunber

I Catal og nunber
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Discipline classification type
(bj ect and/ or speci nen nane
Unit acronym and/or identifier
Control |l ed property

I tem count:

| tem count

Lot

Bul k item count

Current | ocation

Description

Condi tion

Dat e cat al oged

Addi tional mandatory catal og data for Archeol ogy:

Site of original collection and/or proveni ence:
Field site nunber

State site nunber

Site nane or other identification
Wthin-site proveni ence

UTM Coor di nat es, or

Lati tude and | ongitude, or
Townshi p/ range/ secti on

Col I ection unit

Pl ace nane

County
State

Country

Data Definitions

Accessi on Nunber

The accession nunber is the uni que sequential nunber
assigned to the object or group of objects within a
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single transaction. This accession nunber is found both
in the accession and catalog records as it is the cross
referencing key for information.

Cat al og Nunber

The catal og nunber is a sequential and uni que nunber
assigned to the object or object lot and applied directly
to the nmuseum property. Conponent part(s) of objects are
catal oged as a single unit and given one catal og nunber,
such as a coffee pot and Iid. The nunber may have
letters (i.e., 10la, 101b, et seq.) added as a suffix to
identify the conmponent parts. bjects with conmponent
parts are considered a single itemor unit. Pairs and
sets, in which all parts are nearly identical, may al so

be assigned the sane catal og nunber and a | ower case
letter given to each separate piece.

Condi tion

Condition may include an assessnment of conpl eteness of
the object as well as its stability.

Control |l ed Property

The follow ng property is considered controlled: An

i ndi vi dual object or specinen or a cataloged "lot" of
obj ects and/or specinmens that is especially sensitive;
has high intrinsic or scientific value; is especially
vul nerable to theft, |oss, or damnage; is a short-term
incomng loan; or is valued at or over a specific

t hreshol d amount established by the bureau. Miseum
firearns are considered controlled property.

Current Location

The storage |ocation should be the current physical
storage or exhibit location of the object in the unit,
progressing fromthe nost general |ocation to the nost
specific (e.g., building nunber, room nunber, cabi net
nunber, and/or shelf nunber). The devel opnent of a
systematic | ocation chart will assist in ready physical
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access to objects. |If one is already in existence, it
shoul d be updated and copies nay be posted in the

wor kroom and storage area, and a copy filed in the
insulated file. The location chart should consist of a
map of each separate structure housi ng nmuseum obj ects,
identifying each roomor area by appropriate letter
and/ or nunber, including exhibit cases. Storage units
(e.g., cabinets and cases) should al so be napped,
identifying each unit by appropriate |etter and/or
nunber .

This entry is not to be confused with the |ocation where
the object was collected. |If the object is tenporarily
moved fromits | ocation see instructions in Chapter 4,
Section B, "Docunenting Miuseum Property Location."

Dat e Cat al oged

I ndi cate the date the object was cat al oged.

Descri ption

Provide a brief witten description of observable
information. This may al so be used to record and

preserve the relationship between nuseum property
(e.g., photographs in a series). Cross-reference to

ot her catal og nunbers nay be necessary.

Discipline dassification Type

The discipline classification type may include but is not
limted to the following: archeology, Native Anerican
(et hnographic), artwork, historic object collections, and
hi storical and/or scientific docunent collections. Refer
to Appendi x D.

The classification systemis a nmethod of organi zi ng vast
bureau collections into separate disciplines, and
establ i shing guidelines within each discipline for
ordering and organi zi ng nuseum property dat a.

Each subcategory of the classification systemrecords
essential sets of information, placing the nmuseum
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property within a disciplinary framework. Bureaus shoul d
st andar di ze subcat egori es.

It em Count

The itemis quantified as foll ows:

I | tem Count
For a single object a 1 is indicated for item count,
even if the nuseum property has conponent parts. For

exanple, 1 would be the itemcount for a teapot with a
lid or for a pair of gloves.

Lot

If the object is |lot catal oged (see Appendi x E), the
total nunber of objects in the |Iot should be
entered. For 150 | ot catal oged buttons, the count
woul d be 150, for 10 |lot catal oged teapots with |ids
t he count would be 10.

Bul k Item Count

For bul k objects, a count of the nunber of units that
correspond to the unit of nmeasure should be |isted.

I ndicate the type of bulk unit (e.g., box or |inear
feet).

(bj ect and/ or Speci nen Nane

Provi de the nanme of the object or specinen and, if
appl i cabl e, nane nodifier based on discipline-specific
instructions. An object or specinen nane may consi st of
a noun and nodifier (e.g., bed, trundle or jar, seed).
Both the generic nanme and regi onal or aboriginal nane(s)
for the item shoul d be recorded.

For Archeol ogy:

Site of Original Collection and/or Proveni ence
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Record the | ocation where an object was originally
col |l ected as docunmented by the original collector. For
archeol ogy, record the site and | evel at which an

ar cheol ogi cal object was recovered; for historic objects
and Native Anerican material, provide the specific

| ocati on where the object was originally collected or
acquired if available. Record all available information
regardl ess of specificity.

I Field Site Nunber

Record any field nunber other than the state site
nunber assigned to an archeol ogical site by the

i nvestigator during the tinme that the object was
recovered.

State Site Nunber

For archeol ogi cal objects only, the official state
site nunber assigned to the site wthin the rel evant
state archeol ogi cal inventory should be docunent ed.
Either the Sm thsonian trinomal or value associ ated
wth the relevant state site nunbering system

(e.g., CA-MRN-14) nmay be used.

Site Nane or G her ldentification

Record the distinctive name systematically assigned
to the site fromwhich archeol ogi cal material was
recovered (e.g., Flowerdew Hundred). This
information is provided by the archeol ogi st or

i nvestigator. For other cultural material, include
data not already docunented (e.g., Keans Canyon Tradi ng
Post) .

Wthin-Site Proveni ence

The within-site provenience for Archeol ogy

(e.g., Trench I, Level 3) docunents information on
spatial field collection (i.e., horizontal and verti cal
| ocations as provided by the archeol ogi st).
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UTM Coor di nat es

The UTM (Uni versal Transverse Mercator Gid)

coordi nates or | ocational collection data should be
docunented if this information is provided by the
collector. UTM coordinates are avail able for
terrestrial and subnerged | ocations. UTM coordi nates
contain three values. Zone nunber, easting, and

nort hing make up the conplete UTM grid reference which
is used to identify a single point at the approxinate
center of a resource location. Include the unit of
measurenent, which is usually neters but may be
kiloneters (e.g., UM Zone = 17, Northing = 4264000N,
Easting = 291000E)

Lati tude and Longi tude

Record the standard | atitude and | ongitude for the
collection site if this information is provided by
the collector (e.g., Latitude 38° 30" 15"N Longitude
85° 14" 30"W.

Townshi p, Range, Section

Record Townshi p, Range, and Section for the
collection site if this data is provided by the
collector (e.g., T20N R118W Sec. 5).

Col l ection Unit

|f collected in the unit, enter the unit (acronym or
identifier) in which the object(s) was coll ected.

Pl ace Name

I ndi cate the place name and nodifiers (e.g., Apache
Wells), or the city or towmn as recogni zed by the U S.
Postal Service.

County

Nane the county and/or parish unit. Use only data
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provi ded by the collector or investigator.

State

I ndi cate the state fromwhich the object was
originally collected or archeol ogically recovered.
For objects collected in the United States, the US
Postal Code (e.g., CA for California) may be used.
Refer to Appendix F of this Handbook.

Country

For historical collections and Native American
collections, the appropriate political or geographical
entity fromwhich the object was originally collected
shoul d be noted. Nane the intact |egal jurisdiction
area that corresponds to the area at the tine of
collection. Always indicate USA if the object was
docunented as being collected within the United States
of Anmeri ca.

Unit Acronym and/or ldentifier

Record the identifying acronymor identifier which
specifies the unit hol ding and/or catal ogi ng nuseum

property.
2. Natural H story

The follow ng catal og data are mandatory for inclusion on
the catalog record for natural history. Al data nust be
conpl eted provided that the information is appropriate to
t he discipline and avail abl e t hrough observation or

associ ated docunentation. Information that is not
avai |l abl e or applicable nust be entered as "unknown" or
"Not Applicable”". Hi ghly recommended and optional data
are found in Appendi x N.

a. VListing of mandatory catalog data for inclusion on al
cat al og records.

1 Accessi on nunber
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Addi ti onal

Cat al og nunber (i ncluding conponent part)
Di scipline and classification type

(bj ect and/ or speci nen nane

Unit acronym and/ or

Control |l ed propert
| tem count:

| t em Count

Lot

Bul k item count
Current | ocation
Description
Condi ti on

Dat e cat al oged

Speci nens:

Type specinmen (if designated)

Collection localit

Coll ection locality nane

UTM coor di nat es,

y

y

or

identifier

Latitude and | ongi tude,
Townshi p/ range/ secti on

Collection unit
Pl ace nane
County

State

Country

Col | ect or

Col l ector's nunber

3:12
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I Collection date

I Preservative and/or preparation
b. Data Definitions

Accessi on Nunber

The accession nunber is the uni que sequential nunber
assigned to the specinmen or group of specinmens within a
single transaction. This nunber is found in the
accession and catalog records as it is the cross
referencing key for information.

Cat al og Nunber

The catal og nunber is a sequential and uni que nunber
assigned to the specinen or specinen | ot and applied
directly to the specinen or to a | abel on the specinen.
Conponent part(s) of specinens (e.g., a skin and a

skull) are cataloged as a single unit and gi ven one
catal og nunber. The nunber may have letters (i.e., 10a,
10b, et seqg.) added as a suffix to identify the conponent
parts.

Col | ect or

Record the full nane of the person who nmade the
collection (e.g., Merriam C Hart).

Col | ection Date
Record the date on which the speci men was col | ect ed.
Record the date in a standardi zed order designed by the

bureau (e.g., MM DD/ YYYY, 04/23/1992). NOTE: This is
not to be confused with the accessi on date.

Coll ection Locality

Provide data on the locality where the speci nen was
coll ected as follows:
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Col l ection Locality Nane

| dentify and describe the collection site as provided
by the collector (e.g., Jones Rver, 2.1 km Wst of

H ghway 12). For pal eontol ogy and geol ogy speci nens,
record the collecting locality or the excavation site
name and nunber. O her nanmes of the site in which the
speci nen was col |l ected may be provided.

UTM Coor di nat es

UTM (Uni versal Transverse Mercator Gid) coordinates or
| ocational collection data should be docunented if this
information is provided by the collector. UM

coordi nates are avail able for terrestrial and subnerged
| ocations. UTM coordinates contain three values. Zone
nunber, easting, and northing make up the conplete UTM
grid reference which is used to identify a single point
at the approximte center of a resource |ocation.

I ncl ude the unit of neasurenent, which is usually
meters but may be kiloneters (e.g., UIM Zone = 17,
Nort hi ng = 4264000N, Easting = 291000E)

Lati tude and Longi tude

Record the standard | atitude and | ongitude for the
collection site if this information is provided by the
collector (e.g., Latitude 38° 30" 15"N Longitude 85°
14" 30"W.

Townshi p, Range, Section

Record the township, range, and section for the
collection site if this data is provided by the
collector (e.g., T20N R118W Sec. 5).

Col l ection Unit

|f collected in the unit, enter the unit (acronym or
identifier) in which the specinmen was col | ect ed.

Pl ace Nane
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I ndi cate the place nane and nodifiers (e.g., Button
WIllow Wlls) or the city in which the specinen was
col | ect ed.

County

Nane the county, parish, or other legal jurisdictional
unit in which the specinen was coll ected.

State

Nane the state in which the speci nen was col | ected.

Country

Record the appropriate nanme of the political or
geographical entity fromwhich the speci nen was
originally collected. The appropriate entity should
be contenporaneous with the tinme in which the specinen
was col lected. Enter USA if the specinen was
docunented as being collected within the United States.

Col |l ector's Nunmber

Note the nunber if assigned by the collector. These
nunbers shoul d al so appear on the specinen | abel.

Condi tion

Condi tion may include an assessnent of conpl eteness of
the specinen as well as its stability.

Control |l ed Property

The foll owi ng property is considered controlled: An

i ndi vi dual specinen or a cataloged "lot" of specinens
that is especially sensitive; has high intrinsic or
scientific value; is especially vulnerable to theft, |oss
or danmge; is valued at or over a specific threshold
anount established by the bureau. Type specinens are
considered controlled property. For the purpose of
inventory short-termincomng loans are treated |ike
controll ed property.
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Current Location

Record the current physical storage or exhibit |ocation
of the specinen in the unit, progressing fromthe nost
general location to the nost specific (e.g., building
nunber, room nunber, cabinet nunber, and/or shelf
nunber). The devel opnent of a systematic |ocation chart
wi |l assist in ready physical access to specinens that
wi |l be updated as specinens are noved. Storage units,
cabi nets and cases, should be mapped and configured to
facilitate accessibility (e.g., specinens stored by
species). Each storage unit should be identified by a
| etter and/or nunber.

NOTE: This entry is not the | ocation where the speci nen
was collected. |If the specinen is tenporarily noved from
its location, see instructions in Chapter 4, Section B,
"Docunenti ng Museum Property Location."

Dat e Cat al oged

I ndi cate the date (where appropriate) the speci nen was
cat al oged.

Descri ption
Provide a brief description of observable information.
Discipline dassification Type

The discipline classification type nmay include, but is
not limted to, the follow ng: biology, paleontology, or
geol ogy. Refer to Appendi x A

The classification systemis a nmethod of organi zi ng vast
Bureau col l ections into separate disciplines, and
establ i shing guidelines within each discipline for
ordering and organi zi ng museum property data.

Each subcategory of the classification systemrecords
essential sets of information, placing the nuseum
property within a disciplinary framework. Bureaus shoul d
st andar di ze subcat egori es.
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It em Count

The itemis quantified as foll ows:

I | tem Count
A single specinen in the itemcount will be 1, even if
t he nuseum property has conponent parts. For exanpl e,

1 would be in the Item Count for a nouse skel eton or
for a dip net sanple.

Lot

|f the specinmen is | ot catal oged, docunent the total
nunber of specinmens in the lot. For 150 | ot catal oged
butterflies, the count would be 150.

Bul k Item Count

For bul k specinmens, a count of units that corresponds
to the unit of neasure should be listed. Indicate the
type of bulk unit (e.g., box or vial).

Preservation and/ or Preparation

Record how the speci nmen was preserved or prepared for
curation.

(bj ect and/ or Speci nen Nane

Record the scientific nane using the follow ng hierarchy
as appropriate: Phylum D vision, Famly, Genus, and
Speci es.

Type

I ndicate if the speci men has been recogni zed in
publication as a "type specinmen." Describing and
designating types is the function of the discipline
specialist. Include detailed information about a type
specinen. The following |ist of abbreviations devel oped
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by the Smithsonian Institution nay be sel ected.

LE = LECTOTYPE

c = COTYPE

NE = NEOTYPE

HO = HOLOTYPE

L = | SOLECTOTYPE
1S = | SOSYNTYPE
Sy = SYNTYPE

These types are designated only by discipline specialists
in the course of their scientific description of species.
The designations may be used by curatorial staff to

si gnal managenent requirenents specific to type
specinmens. Refer to discipline-specific texts for
definitions.

Unit Acronym and/or Identifier

Record the identifier or acronymspecific to the unit
hol di ng and/ or cat al ogi ng nmuseum property.

C. RECOMVENDATI ONS ON COVPLETI NG THE CATALOG RECORD

Mandatory data vary between cultural collections and natural
hi story coll ections, though many required data are identical.
Separate |ists of mandatory data are provided for cultural
resources and natural history resources. For additional
information, refer to Appendix D, "Classifying D fferent

Types of Miuseum Property."™ Additional optional catal og data
for cultural and natural resources are found in Appendi ces M
and N.

Care should be taken to docunent information about nuseum
property consistently to ensure efficient information capture
and retrieval, and for future bureauw de data aggregati on.

Mandat ory data nust be conpleted only when the required
information is avail able. For exanple, with regard to a
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natural history catalog record, researchers nay use either
UTM coordi nates, |longitude and | atitude, or township/range/
section; only one of these fields should be conpleted. Wth
regard to a cultural catalog record, the artist/maker or site
of origin may not be known, or there may not be any em nent
figure association in which case "N A" or "unknown" shoul d be
indicated. Only reliable and verifiable information should

be entered into the catalog card. Refer to Figure 3.1 and
3.2, Sample Catal og Records.

CATALOG NUMBERS | SSUED I N GROUPS

Al t hough not a preferred practice, in order to facilitate
catal oging of materials that have been coll ected under
contract or permt, it may be necessary to rel ease catal og
nunbers for use by individuals other than curatorial staff.
In order to request catal og nunbers, the contractor or other
i ndi vi dual should provide a fairly exact listing of what
needs to be catal oged. Catal og nunbers should be rel eased
only to individuals with know edge of the bureau's catal oging
system as proper lot identification and quantification
shoul d be taken into account in assigning catal og nunbers.
Contractors and perm tees should be provided with
docunent ati on on bureau catal ogi ng standards as part of the
contracting or permt-granting process. Catalog nunbers may
not be released prior to collecting, or before the collector
is able to quantify material adequately. Records should be
kept to track the catal og nunbers issued to each accession;
this can be acconplished by using a catal og nunber | ogbook,
or by other nmeans. Unit staff should followup to ensure
that all nunbers rel eased have been used and properly
assigned, and that corresponding records are entered into the
unit's nmuseum property recordkeepi ng system

PHOTOGRAPHY AS AN | MPORTANT SUPPLEMENT TO CATALOG NG

1. Uses of phot ogr aphy

The oft-quoted, "A picture is worth a thousand words," is
especially true in the catal oging process. Narrative
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description of texture, color, marks, damage, and
materials is difficult. Some of these qualities can be
illustrated by a good photograph. The photograph and the
narrative description of an object are conpl enentary.
Both are necessary for a quality description of an
object. Beyond the overall description, the witten
description may be limted to details that are not
apparent in the photograph.

Al'l controlled property should be photographed. For

other material, a photograph is recommended but |ess
critical. The catal oger should decide if a photograph is
useful. Sonme of the primary reasons to photograph nuseum
property are to:

aid in description (especially of conplex objects)

record condition

aid recovery (if the nuseum property was stol en)

aid in research (in many cases photos can be used for
initial research, elimnating the need to

t he object)
record additional dinensions wthout neasuring by
using a scale in the photo.

Basi ¢ st andar ds

St andar di zati on of the photographic techniques used in
the units to docunent nuseum property is highly
desirable. Detail ed guidance on photographi ng objects is
provi ded in Appendix |, "Photography." The basic
standards are descri bed bel ow.

a. 35mm black and white, fine-grained filmis the
general |y accepted standard for nuseum docunent ati on.
When color is inportant, a second photograph, in
color, is recommended.

b. The catal og nunber, roll nunber, color control
patches (for col or photos), and netric nmeasurenent
scal e shoul d be phot ographed with each object.

c. At least one print, either a 3"x5" or a contact
print, should be nmade for the photo file.

3: 20 Rel ease Dat e:
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The print should be attached to a photograph file
card.

The catal og nunber and the negative roll and frane
nunber shoul d be recorded. These records may be fil ed
in the unit museum property index file, directly
behind the catalog card for that object, or filed in
a separate file.

The roll nunber and catal og nunber appear in the
phot ograph, and the franme nunber appears on the
negati ve. These nunbers serve as identification.
Negatives are filed in archival quality polyethyl ene
hol ders and placed in a three-ring binder. The

bi nder should be stored with the nuseum records.

The nunber of photographs per object or specinen
depends upon the judgnent of the catal oger. For sone
obj ects, one overall picture is sufficient. For sone
itens, an overall view should be suppl enented by

addi tional close-ups of significant details.

F. LIST OF FI GURES
3.1 Sanple Catal og Record for Natural Hi story Specinens
3.2 Sanple Catal og Record for Cultural Resource (bjects
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! Discipline Classification Type

1 Accession Number 1 Catalog Number

1 Kingdom, Phylum or Division, and Family

1 Controlled Property | ! Unit Acronym and/or Identifier

For Natural History additional mandatory catalog data:

! ltem Count:
1 Object or Specimen Name: Item Count Lot Bulk Item Count
Genus Species
Authority Common Name
Sex Associated Species
! Current Location
1 Description
! Collector 1 Collection Date 1 Collector's Number
! |dentified By ! Date Identified
! Cataloged B ! Date Cataloged

! VVoucher

1 Collection Locality:
Collection Locality Name

County, State, Country

1 Collection Site Reference (use one):
Township/Range/Section or

Latitude and Longitude or

UTM Coordinates

Place Name

Collection Unit

! Depositional Environment

! Formation

1 Geological Period

1 Elevation

Waterbody or Drainage 1 Depth

! Preservation Priority

Preservative and/or Preparation
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3.1 Sanple Catal og Record for Natural Hi story Specinens
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! Discipline Classification Type

1 Accession Number

1 Catalog Number

1 Controlled Property

1 Unit Acronym and/or Identifier

1 Object or Specimen Name:
Generic Modifier

Item Count Lot

! ltem Count:

Bulk Item Count

! Current Location

1 Title:
1 Description

1 |dentified By

! Date |dentified

1 Cataloged By

! Date Cataloged

! Condition

1 Other Numbers

! Materials

! Measurements
Dimensions

Weight

! Site of Manufacture
Place Name County

State

Country Other

! Original to Site

1 School and/or Style

! Cultural Affiliation (Use)

! Cultural Affiliation (Manufacture)

! Name of Artist, Manufacturer, Maker, or Author

For Archeology additional mandatory catalog data:

1 Site of Original Collection or Provenience:

Field Site Number

State Site Number

Site Name or Other Identification

Within Site Provenience

! General Location:
UTM Coordinates or

Latitude and Longitude

or Township/Range/Section

! Place Name 1 Collection Unit

! County

! State

! Country

1 Bureau Region and/or Area |! Restrictions

! Preservation Priority

1 Object date

Resource Qbjects

Cul t ur al

3.2 Sanple Catal og Record for
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